BEST PRACTICE CATALOG

Project Titee MONITORING THE QUALITY OF EMPLOYEE EVALUATIONS

Function Category: [ ] PATIENT-FOCUSED [X] ORGANIZATION [] STRUCTURES

Subcategory: M anagement of Human Resour ces Heading: Assessing Competence

Key Word(s): Employee Evaluations

Contact Person: Linda Persons, Personnel Officer Telephone Number: (805) 468-2000

Hospital: Atascadero State Hospital

To ensure that employee evaluations contain all required components to produce an
accur ate and comprehensive evaluation.

Brief Description: | The personnel office uses a check sheet to both train supervisorsand review
the content of annual employee evaluations. If components are missing from
evaluations the evaluation isreturned to the supervisor with the check sheet to indicate which
components are missing.

Selection Basig/Criteriac | The number of evaluations done incorrectly has continually decr eased
over thelast year indicating that thisintervention is successful.

Thefollowing items are available regar ding this Best Practice:

[ ] Photographs [ ] Video Tape [ ] Drawings [ ] Manual

X] Other : Evaluation Check Sheet
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